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25 January I'Jhl 


Mr, 

c/o 

doom ZCk - 221 0 I St. H.W. 
A-ashingtaa, B.C. 



Dear ar. I I 

ftecaipt is acknowledged of Hsqucsts lor Work to be Feribmsd (Faria® 
10-222), numbered XO-1, covering requisition to the Public Buildings 
- dninistration far lease aad installation of electric water cool or v 


under date of lii January, and installation of a 3 x ? jsonitor board, 
under date of 16 January 1917* 


c 


Ms 


tilth, respect to the request for the water cooler, I 
boen instructed to secure the actual or approximate cost of tiie Install* 
ation charges and Monthly rental rate* Upon receipt of this Information, 
the document will be obligated (eac® bared) and returned to you far re- 
lease to the Public Buildings Acfeaini strati on. The obligated copy of the 
request for the monitor board will be returned within the next few days 
for your records. 


In the future, each Form 1CMS92 should contain an indication a® to actual 
or approodraatr. cost of the service involved in order that the Accounts 
gait of the Finance Division may set up an obligation ©n its records . 

It is ale© necessary that all requests for continuing services be made 
on a quarterly (fiscal year) basis, indicating dates of the services. 

If the services will be required for mare than am fiscal year quarter 
a nm request should be issued continuing the services for the next 
quarter. The new request should be initiated In the sane manner as the 
original indicating;, of course, that it covers continuation of services 
already being rendered. This ia necessary since funds are allot ed for 
obligation purposes on a quarter year basis to provide a strict budge- 
tary Control of apportioned appropriations. Accordingly, new requests 
far the coaler and board should bo issued continuing the services from 
X April and again from 1 July 15&7, etc,, if conditions so warrant. 

Funds will be. obligated for the requests now in hand through March 19U7 . 


It I® noted that the Forms. 10-222 mentioned above are both numbered XQ-1. 
Since such documents will be listed in our records by bureau number. It 
is requested that they fee numbered in sequence in the future. The re- 
quest far the electric water cooler ha® boen identified as Bureau limber 
XO-lA for administrative convenience. 
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Mr, 


— 2 * 


23 January 


to 20 awseateer l#! 6. Since billing will fee made against the 

BuifLxi. A*.ini,teti<*, fcarth. MMtae. 

of stMdard tt» ifU wW. be to tte JM W ? -J 

use in tM audit of the Public Building adjustments 

aSr didn’t «d the Security allotment wUl be effected, 

i5£ STe SSETtS? 

to advise » If you have not already don® so upon receip 
&£1St£,1££ fSTd actual or approve coot in connects nth 

the electric water coder installation *a& lease* 

very truly yours. 


VLBtJ&_ 

cc* 


Saunders 
fiscal Folder 


a 8HBW1<> WUtu 

Fiscal section 


25X1 A9a 
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